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ADM NI STRATI VE ASSI STANT TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF WORK

This is a highly responsible staff and clerical work in serving
as Adm nistrative Assistant to the Fire Chief. Wrk invol ves the
responsibility for organi zing the office, maintaining office and
departnment records. Conparing correspondence and preparing
departnmental reports of all kinds. Preparing and recomendi ng
budget estimates for the departnent and serve as departnment
purchasi ng officer. Prepare payroll data and serve as Personnel
O ficer for the departnment. Essentially relieves Fire Chief of

various adm nistrative details. Requires exercise of
consi der abl e i ndependent judgenent and initiative. |Incunbent is
responsi ble directly to the Fire Chief. Incunbent to consult

with and assist all officers and personnel in the perfornmance of
their duties. Incunbent ranks with a Assistant Chief for pay
pur poses only. No fire fighting duties are required.
Supervi sion duties shall be confined to enployees in office of
the Fire Chief.

EXAMPLES OF WORK

Not e: These exanples below indicate only the general type of
work performed in these positions and are not intended to
restrict duty to those |isted.

Relieves the Fire Chief of a wide variety of adm nistrative and
clerical details through perform ng specialized tasks in
per sonnel adm ni stration, budget preparation and record
mai nt enance.

Conposes and types correspondence, menmos and depart nent
announcenents.

Perfornms technical <clerical work involving the exercise of
j udgnment in making decisions.

Assi gn and supervise work to personnel assigned to Fire Chief's
of fice.

Revi ews purchase requests agai nst departnent operating budget
and make purchases by prior coordination with the City Finance
Depart nent.

May maintain a general |edger account relating to budgetary
control of station and equi pnmrent expenses.

Reads and summarizes reports for the Fire Chief, prepares
reports and other related tasks.
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Mai ntains all official records of the Department in a filing
system based upon sound nanagenent practices.

Coordinates for the Fire Chief with other agencies in the City
Governnment on departnent matters and requirenents.

Attend official meetings when requested by the Fire Chief and
serves on the Fire Chief's staff.

Perforns rel ated work as required.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements |listed bel ow nust
be net by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must present docunentation indicating, at a mninmum that the
appl i cant has met the mninmum high school graduati on
requi rements necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenmentary and
Secondary Education. Such docunmentation shall include at |east
one of the following: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awarded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must be not |ess than 18 years of age.

After offer of appointnent, but before beginning work in this
cl ass, nmust pass a medi cal exam nation and/ or a physical agility
test prepared and adninistered by the Appointing Authority,
designed to denonstrate good health and physical fitness
sufficient to performthe essential duties of the position, with
or without accommmodati on.
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